
HOW TO CREATE YOUR ONLINE APPLICATION 

1 
Last updated 9/18/18 

Step 1: Go to www.brla.gov/jobs  

 

Step 2: To create your online application Applicant Profile, navigate to the “ALL JOBS” tab section under 

“POSITIONS AVAILABLE” there will be a phrase that reads “SELECT APPLY TO CREATE YOUR ONLINE 

APPLICATION”. Click on “APPLY” to start the application process.  
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Step 3: On the “Applicant Login” page, click on “CREATE A NEW ACCOUNT”  

 

 

Step 4: To create an account, please enter your FIRST NAME, LAST NAME, ZIP CODE, and EMAIL 

ADDRESS. Enter the validation number (in blue text) as it appears on screen. Once completed click on 

the “CREATE ACCOUNT” tab.   

 

 

Step 5: The system will generate a unique PIN number. Please record this number. You will be required 

to have it each time you access the system. After the pin number is recorded click on “continue” tab to 

move to the next step of the application process.  
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Step 6: Read the application instructions.  

 

Step 7: After reading the instructions, click on “next section” tab to start the application process. 

 

 

Step 8: Fill out the fields in the “General Information” section. Once completed,click on the “Next 

Section” tab to move to the next section of the application.  
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 Any field notated with a red (*) is a required field.  

 At anytime during the process of completing the employment application, you may stop and 

resume completion later by clicking on the “save for later” tab. 

 For positions requiring a valid driver’s license or Commerical Driver’s License (CDL), you must 

complete all fields related to driver’s license and attach a front image copy of your license.  

Failure to provide proof of license may result in your application being rejected for the position.  
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Step 9: Fill out the fields in “Employment History” section. To add additional jobs click on the “Add 

Another” link, you can also select “Remove Section” to delete any added sections. Some fields on the 

Employment History section are mandatory (the red(*) astericks will appear once you input a job title.)  

After you have completed your employment history, click on the “Next Section” tab to move to the next 

section.  

 

 DO NOT use pre-printed job descriptions.  

 DO NOT attach resumes to replace completing the Employment History section of your 

application. Resumes are not evaluated for qualifications.  

 Failure to provide a sufficient description of job duties may result in your application being 

rejected for the position.  

Step 10: Fill out the fields in the “Educational Information” section. After you have listed all the desired 

information click on the “Next Section” tab to move to the next section.   
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 For proof of educational achievements you are required to attach education documents, or 

your application may be reject for the position.  

 If your College/University Name, degree major or degree minor is not listed, select OTHER.  

 

  

Step 11: Fill out the fields in Language and Professional Skills, Certifications and Professional Licenses, 

and Professional Development Courses section. After you have listed all the desired information click 

on the “Next Section” tab to move to the next section. 

 

 For proof of certifications, professional licenses, and completion of non City-Parish Professional 

Development Courses, you are required to attach your license/certificate or your application 

may be rejected for the position.  

 Attach your course transcript only for City-Parish training courses completed prior to January 1, 

2019.  

 If your certification or professional license is not listed, select OTHER. 
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Step 12: Fill out the fields in the “Equipment Skills” section.  (Optional)  

This section is ONLY required for applicants who are applying for the following classifications:  

 Maintenace Worker I, II or III  

 Heavy Equipment Operator  

 Maintenance Worker Supervisor I or II  

After you have listed all the desired information click on the Next Section Tab to move to the next 

section. To save the application and continue later click on the Save for Later tab. 

 You must include using the selected equipment in your Employment History.  
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Step 13: Fill out the fields in the “Applicant Data” section. After you have completed this section, click 

on the “Next Section”  tab to move to the next section. To save the application and contine later click on 

the Save for Later tab. 

 

 

Step 14: Fill out the fields in the “Reference” section. After you have completed this section, if you have 

any revelant documents you may attach in a single or multiple files under the application attachment 

sections.   
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Step 18:  To upload or attach documents, click on the “Browse” tab under Attachments to upload 

supporting documentation that is revelant to the job application.    

 Examples of supporting documents include: educational documents (diplomas, degrees, 

transcripts) volunteer letters, DD-214, certifications, licenses, course completion certificates  

City-Parish course transcripts, or any other documents that may be relevant to the application 

process.  

 

 

Step 19: Select the file from your computer, and then click open to upload the document(s). Once this 

step is completed the attachement will show. 

 If the wrong attachment was selected you can click on “remove” and redo the process. If additional 

attachments need to be uploaded repeat the process by clicking on “Add Another”.   

Once document upload is complete click on the “Next Section” tab to move to the next section.  
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Step 20: Read and review the Conditions of Employment Statement. Then click on the “Review 

Application” tab to review the application.  

 

 

Step 21: Finalize the application. This is the final review before submission. 

 

Step 22:  Click on the “Submit Application” tab to finalize the application submission process.   
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Step 23: Once the “submit application” tab has been selected, the user will see a confirmation message 

confirming the application has been submitted successfully. 

 

 For information on how to edit and/or change your application profile please see the step by 

step guide entitled “How To Edit Your Profile” for your employment application.  

 

 

 

 


